
































 
Plan Check Corrections 

After plans have been reviewed by all agencies, changemarks, review comments, and/or checklist 
items may require plan corrections or changes.  An email notification will be sent letting you know 
changes are required.  Login to EPlan and click on Applicant Resubmit in the task, the eform will 
open.  The eform contains changemarks at the top and department review notes at the bottom.  
Additionally you should view the changemarks by clicking on the Folders tab at the top of the eform 
and look for any drawings with a red exclamation point.  This will allow you to see the changemarks 
vs just a thumbnail view.

 
Click on the exclamation point aka markup symbol, a pop up window will appear, check the boxes to 
view one or more of the reviewers comments. 
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Changemarks 

Instead of plan review comments being just a list of comments, they will be placed on the plans as 
“changemarks”.  A changemark, often associated with a clouded area, is a plan callout created by the 
City’s review staff to quickly identify a portion of the plan that may need to be revised. All 
changemark comments will be shown in the column on the right side of the screen. 
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Uploading Corrections 

1. Log into eplan to view the changemarks placed on the plans by the plan reviewers.   

2. Revise the plans based on the changemarks provided.  When making changes keep the 
following items in mind: 

a. Ensure that the corrected drawings retain the same file name and size as the originals. 

b. Try to keep the overall layout, notes, details, etc… from being shifted around.  This 
impacts the plan overlay review process. 

3. Upload revised sheets for any plan that contains a changemark.  In the event that a 
changemark was provided and you address the item on another sheet, please upload the 
original sheet once again which will create a newer version. 

4. Once revised files are uploaded to either the Drawings 
or Documents folders, you will notice that for each 
revised file that was uploaded, a “V#” (version #) will 
appear. Under each thumbnail, the file name, author, 
date, and any relevant file icons are displayed. 

5. Complete the task located in the task column.  Ensure 
the task is no longer visible to ensure it has been 
resubmitted back to us for re-review. 
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Approval 

When the plan review is approved by all reviewers, you will receive an e-
mail about plan approval and/or fees owed. If no fees are owed and/or 
after payment has been made, you will receive another e-mail 
notification that your approved plans and documents are available in the 
Approved Drawings and/or Approved Documents folder(s). 

 

Security Timeout 

Due to security and resource concerns, the system will automatically sign you out after 90 minutes of 
inactivity. When you are ready to resume working with the system, click any button on the electronic 
plan review screen. The system automatically will load the sign-in page for you.  

 

Plan Revisions After Approval 

After your plans have been approved and revisions are needed you will need to follow these steps.  

1. Submit the plan modification application, fee. 

2. Log in to electronic plan review and enter the project for which you wish to submit a revision. 

3. Click the “Plan Discussion” icon near the top right corner of the EPR window. 

4. A window will pop up; click the “Add Topic” button 

5. Add Topic name 

6. Select “Plan revision requested” category from the dropdown menu 

7. Enter a brief description of the revisions requested, then choose “Save & Prepare Email.” 

8. Place a checkmark in the “Submissions” Group and click “Send”.  
 

9. Once the Submissions Group reviews the request, the project will be re-opened and returned 
to the applicant. Accept the “ApplicantUpload” task to open the eForm. Follow the instructions 
provided. 
 

10. After uploading any requested form(s) and all the revised plans and/or documents, 
check the box acknowledging the upload and click “Complete”. 
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Forgot Your Password? 
If you are a returning user, log in to electronic plan review with your full e-mail 
address and password. If you have forgotten your password, click on the “Forgot 
Password” button so that you can retrieve it through your security question. No one, 
including City System Administrators can see your password or security question 
answer. If you cannot access your account after trying to retrieve your account 
information, contact a City of Jacksonville Permitting Specialist at (910) 938-5232, 
Option 1 to have your password reset. 

 

Project Access by Outside User 

To request that an outside user have access to your drawings, changemarks and any other 
requested corrections, follow the steps outlined below: 

1. The Submissions Group needs to know that would like to add a user to the project for 
viewing access only. Do this by clicking the Discussion icon near the top right corner of 
the EPR window. 

2. A window will pop up; enter your topic subject line. 

3. Select the “Add outside user to project for `View Only’ privileges” category from the 
drop down menu. 
 

4. Provide the person’s complete name and e-mail address in the space below. Then 
choose “Save & Prepare Email.” 

 
5. Place a checkmark in the “Submissions” group and click “Send.” 
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